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Chapter Seven:  Optional Service Credit
and Payment Options

Optional service credit
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Out-of-system service

"������������������
��	��$	�$
�
����
������� �	�� ��$����������$������	��
��
������������

��		��������������	�������#

� 	�����
����
��������	���
��	�������������
�	������/�����������
�

� ������	�������
��		
��	�

� �������	��	��
��		
�	�����������	��������������
����
�	������/�����������
�	�����
�������	�������������	������	�����
������0	!������
��������
������
�����	�������/�����
�����
�����������
������	����������!���������������!�
�����������������
�����������
�	��	���	���
��������������

"�������������
	�������
��	��$	�$
�
����
��������	����������	��	��!	��� �����	��

�	��

�������	������	��	��
�������������	�� ������������������!������ ���	�
�	������	�����
�����
������	����������������	���	

�

�	��	������/�����������
�

-��$	�$
�
����
������� �	�� ��������� ����	���
��������
����
��������������
��		
�����	����
������
���



Retirement Security for Illinois Educators

Chapter 7 - Page 2

Optional Service Credit
Rev. 6/03

����	��$	�$
�
����
�������������
�������
�������	���,������!	$�����
�	������������.
��	��
����������
�������!�����������������������������,�������������	��	��$	�$
�
����
��������
�&1
����
������	��$	�$
�
����
���������
������		!�����������
�����������
�	������������
������
�������!���� ����� ���� 2����� ���		� �������
.� 2��
�	�� ��������������� 3���� 	�� ������	
4���35��	������������/�����
����
��������������
����4�/��5�

�	� ������� 	���	��� 
������� ������� �	�� 	��$	�$
�
���� ���������� ���� �� ����
� ���� ������.

���	�����	��������-��$	�$��
�����������������������	���	����!������
�
�	!�������������	�����

�����������
�����	���,�
�����
��		����	��
��-����������������
���������������
�������!����������
�	�����������.
����	�����������
����������
�������������������������	���
�����������������
�
����
�����	��������	��������

3	����������������	��������	������������
������
���������������������������
�������!�
����������

������ �������	��������	������������
������
��	������������
��	��	���	���
����������������3	�
���
	�
�!�	�!�����	��������
�	��%����)1��&'6)���������������� �������	��������	���
�7891
���������	��
���������
�8���������������
������������	��	���������������	��%���&�	���������
�
����� 	�� ������
���� ����� %���� )1�� &'::�� ������ !����� ������
�� �
� �	������� �
� �������� ��
��� �������	��������	������������
������
��	������������
��	��	���	���
���������������

Part-time teaching

"
�������	������	�����	��������������	��������	�
��	������	��������$������������������	����
������%����)1��&''1��3�	��%���&��&'6'���	�%����)1��&''1��	�������$��������������	�������������
�����	�����	�
���
�
�������	
���	���	��!�����
������
�!�����,��������	��������������	������������

��		������!�
����	�������2���$��������������!�
��	�����	���������	���	�%���&��&'6'�

3	������������	�������
��
���������������	������$�����
����������	���	�%���&''1������!�
��	�
���	���������������	������	����
�;��
���	���,�
�����
��		����	��
;�������������������
���
�	������2���$������������������������	���	����!������
�
�	!�������������	�����
�������������
���������	��������	���!�����
��-����������������
���������������
�������!������������	����
������.
� ���	��� ��� �����
� ��������� 
������� �������� ���� ��� ���	���
� ���������� ������
�
����
�����	��������	����������	��������	�
�������
���	������������.
������������������
�

Substitute teaching, homebound instruction, and tutoring

"
�������	������	�����	����	�������
��
��������������������	�����������%����)1��&''1��"
�������!�	�����	�����
��
�������������������	���	�%���&''1��	�����$�	���������	���
����
������
����������	������������	��	���������������
�� ����	���������	�	�����
�������	������������	�
���
������������
��		����������������������
�������!�
�����	�����

��������������������
	����	���������	���	���	������
������	���������	������	��!�������������
��
��������������������	���	��

3	������������	�������
����������	�����
�
���������	����
�;��
���	���,�
�����
��		����	��
;
�����������������������
�	���������
�������	��0	���	�����������������������	���	����!������


�	!�������������	�����
�����������������������	��������	���!�����
��-����������������
����������
����
�������!������������	�����������.
����	�����������
����������
���������������������
���	���
�������������������
����
�����	��������	����������	��������	�
�������
���	�����
������.
������������������
�



Retirement Security for Illinois Educators

Chapter 7 - Page 3

Optional Service Credit
Rev. 6/03

Military service and post-military teacher retraining
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Purchasing credit for optional service
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Form: Out-of-System Service Certification
 
  

 

Out-of-System Service Certification 
Suzy A Smith 
 
123 Sunny St 
Pleasanton IL  00000 

Social Security number: 999-99-9999 
Date of birth: 01/01/1947 
Home telephone number: (123) 456-7899 
Work telephone number: (123) 987-6543 
Work extension number: 222 

This certification is completed to claim service credit in the Teachers’ Retirement System for public school teaching service in any 
other state, territory, or possession of the United States. 
Member - Complete Section A and send to the out-of-system employer. 
Out-of-System Employer - Complete Section B and send to the public retirement system covering this employment. 
Out-of-System Retirement System - Complete Section C and return to TRS. 
Section A:  Member Information 
Other names under which member taught 
 
Member signature 
 

Date 
 

Section B:  Out-of-System Employer Information and Certification 
Report information on a fiscal year basis beginning July 1 and ending June 30.  For contract periods longer than a school term, report 
information for the contract period within the fiscal year.  Do not include summer school if such teaching is under a separate contract.  
Employment of four or more clock hours per day, five days per week is considered full-time teaching. 

Type of 
teaching 

School year beginning July 1 
dates of employment 

Number of 
days in 

Actual 
number of 

Gross salary 
rate for 

Gross actual 
earnings for 

PT/SUB ONLY 
Total annual 

FT/PT SUB 
(1) 

From 
(2) 

To 
(3) 

school term 
(4) 

days paid 
(5) 

school term 
(6) 

school term 
(7) 

hours worked 
(8) 

        

        

        

        

        

        

        

        

        

        

Box 5: Credit is granted for each day or partial day worked.  Do not combine partial days into full-day equivalents. 
Box 6: If the member’s daily rate for substitute teaching varied during one school term, use a separate line for each compensation rate. 
 

Certification:  I understand that anyone who makes a false statement or causes or permits submission of falsified records to the 
Teachers’ Retirement System of the State of Illinois in an attempt to defraud is subject to punishment under the law.  I certify that the 
member was employed during the period listed and that this information is correct as shown in our existing school records.  If 
requested, I will provide this documentation. 
School official’s signature 
 

School official’s title Date County Dist. no. 

Name of school district 
 

Type of school 
 Private/College  Public common schools  Other (specify):                             

Address 
 

City, state, ZIP 
 

Telephone number 
(        ) 

16006002  03/2000 
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Section C:  Out-of-System Retirement System Information and Certification 
The person named on this form wishes to establish credit for out-of-system teaching with the Teachers’ Retirement System of the 
State of Illinois.  Illinois law does not permit credit for teaching service if such service is used for credit in any other statutory, 
public employee retirement system except Social Security or a military allotment.  To assist this member in establishing credit for 
out-of-system service, please verify only certified teachers in public schools and answer the following questions: 
 

1. Was the teacher a member of your retirement system?  Yes  No 
   2. Is the teacher receiving or is the teacher entitled to receive a benefit from your 

system on the service listed on the front of this form? 
 

 Yes  No 
   3. Was the service listed on the front of this form non-contributory service?  Yes  No 
   4. If it was contributory service, has the teacher received a refund of contributions? 

If "yes," please indicate the date of refund and the number of years canceled by a 
refund?  Date  Years  

 Yes  No 

   5. Does this teacher have credit in your retirement system for employment in another 
state?  If "yes," indicate each state and all years: 
State  Years  
State  Years  

 
 Yes  No 

   6. Is the service and earnings information listed on the front of this form an accurate 
reflection of your records? 
If "no," please provide a detailed listing of your records. 

 
 Yes  No 

   Year Salary rate Gross earnings Service credit 
    

    

    

    

    

    

    

    

    

    

 

Comments:   
 

   
 

Certification:  I understand that anyone who makes a false statement or causes or permits submission of falsified records to the 
Teachers’ Retirement System of the State of Illinois in an attempt to defraud is subject to punishment under the law.  I certify that 
the member was employed during the period listed and that this information is correct as shown in our existing records.  If 
requested, I will provide this documentation.  If the member returns to our state and applies for a benefit based on this service, we 
will notify the Teachers’ Retirement System of the State of Illinois. 
Signature 
 

Title Date 

Retirement system 
 

Telephone number 
(       ) 

Address 
 

City, state, ZIP 
 

Please return this form to: Teachers’ Retirement System of the State of Illinois 
 P.O. Box 19253, 2815 West Washington Street 
 Springfield, IL 62794-9253 
Office Use Only: 
Reviewed by Date Adjustment number 
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Part-Time Service Certification 
(Prior to July 1, 1990) 

Suzy A Smith 
 
123 Sunny St 
Pleasanton IL  00000 

Social Security number: 999-99-9999 
Date of birth: 01/01/1947 
Home telephone number: (123) 456-7899 
Work telephone number: (123) 987-6543 
Work extension number: 222 

Complete this certification to claim service credit in the Teachers’ Retirement System for part-time teaching that was 
completed before July 1, 1990. 
Other names under which member taught 
 
Member signature 
 

Date 
 

 

School Official Certification 
School year 
beginning 

 
Dates of employment 

Number of 
days in 

Actual 
number of 

Part-time salary 
rate for 

Gross actual 
earnings for 

Total  
annual 

July 1 
(1) 

From 
(2) 

To 
(3) 

school term 
(4) 

days paid 
(5) 

school term 
(6) 

school term 
(7) 

hours worked 
(8) 

        

        

        

        

        

        

        

        

        

        

Box 5: 
Box 6: 

Credit is granted for each day or partial day worked.  Do not combine partial days into full-day equivalents. 
If the member’s daily rate varied during one school term, use a separate line for each compensation rate. 

I understand that anyone who makes a false statement or causes or permits submission of falsified records to the 
Teachers’ Retirement System of the State of Illinois in an attempt to defraud is subject to punishment under the law.  I 
certify that the member was employed during the period listed and that this information is correct as shown in our 
existing board minutes or school records.  If requested, I will provide this documentation. 
School official’s signature 
 

School official’s title 
 

Date 
 

Name of school district County 
 

Dist. no. 
 

Telephone number 
(        ) 

Address 
 

City, state, ZIP 
 

 

Office Use Only: 
Reviewed by Date Adjustment number 

17001002  03/2000 
 

Form: Part-time Service Certification
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 Substitute or Homebound 

Service Certification 
(Prior to July 1, 1990) 

 

Suzy A Smith 
 
123 Sunny St 
Pleasanton IL  00000 

Social Security number: 999-99-9999 
Date of birth: 01/01/1947 
Home telephone number: (123) 456-7899 
Work telephone number: (123) 987-6543 
Work extension number: 222 

Complete this certification to claim service credit in the Teachers’ Retirement System for substitute or homebound teaching that was 
completed in any Illinois public school covered by TRS. 
Other names under which member taught 
 
Member signature 
 

Date 
 

 

School Official Certification 
School year 
beginning 

Number of 
full days 

Number of 
partial days 

Total number 
of days teacher 

 
Daily rate 

Gross actual 
earnings for 

 
Total annual 

July 1 
(1) 

worked 
(2) 

worked 
(3) 

was paid 
(4) 

 
(5) 

school term 
(6) 

hours worked 
(7) 

       

       

       

       

       

       

       

       

       

       

Box 3: Credit is granted for each day or partial day worked.  A partial day is defined as any day taught that was less than a full 
school day.  Do not combine partial days into full-day equivalents. 

Box 4: Total days should equal column 2 + column 3 unless some of the partial days were concurrent.  Please note these 
exceptions on the form. 

Box 5: If the member’s daily rate varied during one school term, use a separate line for each compensation rate. 

I understand that anyone who makes a false statement or causes or permits submission of falsified records to the Teachers’ 
Retirement System of the State of Illinois in an attempt to defraud is subject to punishment under the law.  I certify that the member 
was employed during the period listed and that this information is correct as shown in our existing board minutes or school records.  
If requested, I will provide this documentation. 
School official’s signature 
 

School official’s title 
 

Date 
 

Name of school district County 
 

Dist. no. 
 

Telephone number 
(        ) 

Address 
 

City, state, ZIP 
 

 

Office Use Only: 
Reviewed by Date Adjustment number 

 

Form: Substitute or Homebound Service Certification
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Form: Leave of Absence Certification
 
  

 

Leave of Absence Certification 
 

Suzy A Smith 
 
123 Sunny St 
Pleasanton IL  00000 

Social Security number: 999-99-9999 
Date of birth: 01/01/1947 
Home telephone number: (123) 456-7899 
Work telephone number: (123) 987-6543 
Work extension number: 222 

Complete this certification to claim service credit in the Teachers’ Retirement System for the period of an approved leave 
of absence.  A leave of absence is creditable as an approved leave if you did not resign prior to the granting of the leave; 
the employer promised renewed employment at the end of the leave; and the employer, through its board, took official 
action to approve the request for leave.  Service credit for a maximum of three years may be granted for an official leave 
of absence.  To receive credit for a leave of absence, you must return to teaching and establish service credit with TRS or 
the State Universities Retirement System for the period of the leave or one year, whichever is less. 
Other names under which member taught 
 
Member signature 
 

Date 
 

 
School Official Certification 
Beginning date of leave of absence (month, day, year) 

 / / 
Ending date of leave of absence (month, day, year) 

 / / 

Did the period of the leave of absence, plus creditable 
teaching service during the same school term, if any, 
include 170 days?  Yes  No 

Annual salary rate prior to the leave of absence 

Did the member resume teaching in a position requiring participation in TRS following the leave of absence? 

 Yes  No 

Date the member resumed teaching 

 / / 
Position status resumed 

 Full-time  Part-time  Substitute 

� I understand that anyone who makes a false statement or causes or permits submission of falsified records to the 
Teachers’ Retirement System of the State of Illinois in an attempt to defraud is subject to punishment under the 
law.  I certify that the member was granted a leave of absence during the period listed and that this information is 
correct as shown in our existing board minutes or school records.  If requested, I will provide this documentation. 

School official’s signature 
 

School official’s title 
 

Date 
 

Name of school district County 
 

Dist. no. 
 

Telephone number 
(        ) 

Address 
 

City, state, ZIP 
 

 

Office Use Only: 
Reviewed by Date Adjustment number 

13003002  03/2000 
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Involuntary Layoff Certification 
Suzy A Smith 
 
123 Sunny St 
Pleasanton IL  00000 

Social Security number: 999-99-9999 
Date of birth: 01/01/1947 
Home telephone number: (123) 456-7899 
Work telephone number: (123) 987-6543 
Work extension number: 222 

Complete this certification to claim service credit in the Teachers’ Retirement System for an involuntary layoff. 

Other names under which member taught 
 

Member signature 
 

Date 
 

 
School Official Certification 

To receive involuntary layoff credit, a member’s employment had to be terminated as a result of a reduction in force due 
to a lack of funding, lack of work, an elimination of position, or a material reorganization.  Involuntary layoff credit is 
not available to a member whose employment was not renewed for reasons other than a reduction in force or due to a 
dismissal for cause or other performance related reasons. 

School district from which member was involuntarily laid off 
 

School district county 
 

Date member was involuntarily laid off due to a reduction in force as provided for in the Illinois School Code 
 / / 

Annual salary rate prior to involuntary layoff 
 

Did member resume teaching in TRS? 

 Yes  No 

If yes, date member returned to teaching service 
 

 / / 

Position status resumed 

 Full-time  Part-time  Substitute 

I understand that anyone who makes a false statement or causes or permits submission of falsified records to the 
Teachers’ Retirement System of the State of Illinois in an attempt to defraud is subject to punishment under the law.  I 
certify that this information is correct as shown in our existing board minutes or school records.  If requested, I will 
provide this documentation. 

School official’s signature 
 

School official’s title 
 

Date 
 

Name of school district County 
 

Dist. no. 
 

Telephone number 
(        ) 

Address 
 

City, state, ZIP 
 

 

Office Use Only: 
Reviewed by Date Adjustment number 

10013012  03/2000 
 

 

Form: Involuntary Layoff Certification
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Form: Pregnancy Service Certification
 
  

Pregnancy Service Certification 
(Prior to July 1, 1983) 

Suzy A Smith 
 
123 Sunny St 
Pleasanton IL  00000 

Social Security number: 999-99-9999 
Date of birth: 01/01/1947 
Home telephone number: (123) 456-7899 
Work telephone number: (123) 987-6543 
Work extension number: 222 

Complete the information below to apply for service credit for absence due to pregnancy.  Attach applicable 
documentation for each leave (i.e., copy of a birth certificate, copy of a death certificate in cases of still birth, or copy of 
doctor or hospital records for miscarriages).  Return this form and documentation to the Teachers’ Retirement System at 
the above address. 
Other names under which member taught 
 

Member signature 
 

Date 
 

 
 First pregnancy Second pregnancy Third pregnancy 

Month and year employment ceased 
   

School district employing member at time of 
pregnancy (name and/or district number) 

   

County of school district    

Date member returned to TRS or State 
Universities Retirement System (SURS) service 

 

 / / 

 

 / / 

 

 / / 

Date(s) of birth of child(ren) or month/year 
pregnancy ended 

 

 / / 

 

 / / 

 

 / / 

Have you previously applied for credit for this 
period with TRS? 

 

 Yes  No 
 

 Yes  No 
 

 Yes  No 

Amount of service credit desired (unless 
indicated, TRS will calculate the maximum 
credit available.) 

   

Type of supporting documentation attached: 

Birth certificate of child  

Medical/hospital records (miscarriage) 

Fetal death certificate (stillbirth) 

Other (specify): 
 

Check box. 

 

 

   

   
 

Check box. 

 

 

   

   
 

Check box. 

 

 

   

   
 

If additional space is required, attach a separate sheet and supply information using the above format. 
 
Office Use Only: 
Reviewed by Date Adjustment number 

17011012  03/2000 
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Form: Adoption Service Certification
 
  

 

Adoption Service Certification 
(Prior to July 1, 1983) 

Suzy A Smith 
123 Sunny St 
 
Pleasanton IL  00000 

Social Security number: 999-99-9999 
Date of birth: 01/01/1947 
Home telephone number: (123) 456-7899 
Work telephone number: (123) 987-6543 
Work extension number: 222 

Complete the information below to apply for service credit for absence due to adoption. Attach applicable documentation for each 
leave (i.e., copy of the child’s birth certificate, legal documents or court records, or adoption agency or governmental records).  
Return this form and documentation to the Teachers’ Retirement System at the above address. 

Other names under which member taught 
 

Member signature 
 

Date 
 

 
 First adoption Second adoption Third adoption 

Month and year employment ceased 
   

School district employing member at time of 
adoption (name and/or district number) 

   

County of school district 
   

Date member returned to TRS or State Universities 
Retirement System (SURS) service 

 

 / / 

 

 / / 

 

 / / 

Date(s) adoption proceedings or in-home care of 
adopted infant began 

 

 / / 

 

 / / 

 

 / / 

Have you previously applied for credit for this 
period with TRS? 

 

 Yes  No 

 

 Yes  No 

 

 Yes  No 

Amount of service credit desired 
(Unless indicated, TRS will calculate the maximum 
credit available.) 

   

Type of supporting documentation attached: 

Birth certificate of child  

Court records, legal documents 

Adoption agency records, governmental records 

Other (specify): 
 

Check box. 

 

 

   
 

   
 

Check box. 

 

 

   
 

   
 

Check box. 

 

 

   
 

   
 

If additional space is required, attach a separate sheet and supply information using the above format. 
 

Office Use Only: 
Reviewed by Date Adjustment number 

02002012  03/2000 
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Recognized Illinois Non-public 
Service Certification 

 
Suzy A Smith 
123 Sunny St 
Pleasanton IL 00000 

Social Security number: 999-99-9999 
Date of birth: 01/01/1947 
Home telephone number: (123) 456-7899 
Work telephone number: (123) 987-6543 
Work extension number: 222 

This certification is completed to claim service credit in the Teachers’ Retirement System for recognized Illinois 
non-public school teaching service. 
Member – Complete Section A and send to the employer. 
Employer – Complete Section B and return this form to TRS. 

Section A – Member Information 
Other names under which member taught 
 
Member signature 
 

Date 
 

Section B – Recognized Illinois Non-public School Information 
TRS is only able to grant credit for kindergarten through 12th grade teaching at an Illinois non-public school recognized 
by the Illinois State Board of Education.  Report information on a fiscal year basis beginning July 1 and ending June 30.  
For contract periods longer than a school term, report information for the contract period within the fiscal year.  Do not 
include summer school if such teaching is under a separate contract. 

School Year Beginning July 1 
Dates of Employment 

From 
(1) 

To 
(2) 

Number of 
Days in 

School Term 
(3) 

Actual 
Number of 
Days Paid 

(4) 
    

    

    

    

    

    

    

Box 4 – Credit is granted for each day or partial day worked.  Do not combine partial days into full-day equivalents. 
 

Did the member teach kindergarten through 12th grade?   Yes   No 
 

Section B – Employer Certification 
I understand that anyone who makes a false statement or causes or permits submission of falsified records to the 
Teachers’ Retirement System of the State of Illinois in an attempt to defraud is subject to punishment under the law.  I 
certify that the member was employed during the period listed and that this information is correct as shown in our 
existing school records.  If requested, I will provide this documentation. 
School official’s signature 
 

School official’s title 
 

Date 
 

Name of school district 
 

County 
 

District number 
 

Address 
 

Telephone number 
(         ) 

City, state, ZIP 
 

19003012  1/03 

Form: Recognized Illinois Non-public Service Certification
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Form: Employer Payment Coupon

 
  

 

Employer Payment Coupon 

For Member 2.2 Upgrade of Service Credit 
The district superintendent, business manager, or payroll officer must complete this coupon to report employer payments of a 
member’s optional contribution balance or payment of the 2.2 upgrade cost. 

Name 
Suzy A Smith 

Social Security number 
999-99-9999 

Account number 
77777 

Employer name 
All American School District 1 

TRS Code 
999-9999 

 
   
 

Amount Enclosed: $ 
 

Check Number:  
 

 

Place an "X" in the appropriate box.  Choose only one. 

� This payment is a before-tax payment which was picked up in accordance with Internal Revenue Code, Section 414(h)(2).  
The action of the employer picking up the payment is documented in a collective bargaining agreement, an individual 
agreement, or a resolution, dated   . 

(If the member has a payroll deduction agreement in effect, the employer action picking up this contribution must have 
been made prior to the first day of the pay period in which the first deduction will be made.) 

 

� This payment is an after-tax payment.  (Please note that if the member has a payroll deduction agreement, no after-tax 
payments may be accepted during the effective period of the payroll deduction agreement.) 

 

NOTE:  In either case, the payment made by the employer on behalf of the indicated member is creditable earnings if paid prior to 
or with the member’s last regular paycheck. 

If reportable as creditable earnings, TRS Member Contributions, TRS Employer Contributions, and Member/Employer 
THIS Fund Contributions are due.  Do not remit with this payment.  Include these amounts with your next contribution 
card or EFT remittance. 

Name of district superintendent, business manager, or payroll officer (Please print.) 
 
 

Telephone number 

Signature of district superintendent, business manager, or payroll officer 
 
 

Title 

• This payment should be made separately.  Do not include this payment with your monthly Employer Bill or any other 
contribution payments. 

• Make your check payable to Teachers’ Retirement System and mail to: 
Teachers’ Retirement System 
2815 West Washington 
P.O. Box 19253 
Springfield, IL  62794-9253 

• Indicate the above account number on your check. 
• Return this coupon with your check.  Retain a copy of this coupon for your records. 
• Contact our Accounting Department toll free at (888) 877-0890 if you have questions. 

06008012  06/2001 

 




